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" Pait One

Managing Meetingsasa
Supervisor

How employees view their supervisor is to a great extent
determined by how he or she conducts meetings. A supervisor
is judged not only by the content, goal setting, or results of the
meetings. More important are the supervisor’'s “soft skills”: the ability
to encourage, empower, and motivate his or her employees with
the right phrases that encourage them to buy into their supervisor's
agenda, needs, and goals. In other words, meetings are where

supervisors create productive teams that make their jobs easier.




H-%
HiH
~Lang—

EEETMHEEHEOUES W TERF—MRETWER
K, FETREBRERIHEAES: BTERBBERRKTES
M58, STE - ERHENENNAR, ETEIMEEMREA
BB MEEI T

EHERE, REFTRAXENSWEETFERA, REALTFS
BREFLTRTHSWNTE, REH#SWHTEURMREL B
4B,

WHFE, RATEERFAKEBHES W WRALEMNE
FRENBHNAFULBMNBERNB, RBANTBEHLET, T
RERBARBZENERSW,

PR

REIABESWNEE, ZHSTARAPBABAH. BF,
RITAFE T BOFBEE

©® L THIEINF 66 RHLEKES,

©® i B HE LR,

® A THAKREHHEAILE &,

® 5AFNERLFNHTARAALSY,

SW—F, FREATENLDERT L WHEBFRN B M,



RIBEN: BFSINZYERS (D)
PERFECT PHRASES FOR MEETINGS

fEiREREW

ERXSWE, REWRAERHERERNKE,

® ZAMEHNTTHET EAAGMBEERL, AEZBFRESF
—F,

@ AEFFWITMEIT 2 E2H5AF X THEMRRN TIZHER,

@ ZBITHRMMGATN, BALEMNGBARBT I, AL
FREFF-TRNERA 7 BHLREAS,

BB AZigSi

AMNEENAARRESWNBE ~EARNERH I T B8, Hit,
RAFHAEREIXE—MERN. L ARBKNER, TAZEEY
FBARRWABREE, B, REFRAORRIEESUNETUER,

® AABEMSREZATHENR, ERAERFAHERE, ENG—A4
SERAZAT — & FH, wEBEETTFEANARRLTHRBRAEL,
BEEFHEH AN FLREMNTAFHRAEAEZ M ABLTR,

® NEAAT—EHHARERG L, ATREAKRGE® S, &
foill, RS PR SARSARZEANFRESE, RAREMFX
REGLHEA,

RREESW

RELSVWEARIFUMRARNRIE, HFAREBETNHA
FREHRSSARNRBRSHBIR W, MEFSLES WA EEHIEE,

® REAEEMNS [ BALARE] HFH, ABZEEHLF
RE, BR—ABRF R, ZRBIAMNARNE, RAKEFEMNKRT
HBRFIMAEL T TR, KRIAAZXLFRAAMNSRSBRHGES,

@ FHE[HARM] e2peTEM, AERKNYARAEE,
G5, hBRBMEFTE, FiERMAEZ LR PLTFHMARL, #
THRRRY, ZANEXEAAGE T IE, A, LEMNTHE,



E—HS EXEREXRERSW
Part One Managing Meetings as a Supervisor

ERiTHEW

RBEETREE, ROUBELEEMHNBE, REFABRETHFT
#, SRREFSMRNER, LTMHEHMFBBEANER, WH
KEHRMNHEE, KOAZERERE, AREBTRHRERNTHE
Ak = o

& pREAMNBRGEELERGE, REFANTARLRAR
[HAML R4 A ), KCEHRE T RATF EARKMNEIAZ G K94
$o THEAR, ENAAHASELEEET, A, REFAK
REAANHRA XM, FHEMEBEBEI B GITRRTT,

@ N BHERRMEAERT RGP, #NTELT K MR
AR LR G T REH, RBRNGER, &f[AL] KT 4
Ko =L, AR EIMAHIFIELRE, HELEAA 8T B
HiES, RELFAIHEHATHNHE,

EELBLELSW

RESWHABREE. THRHAE, FAZETFREUHNEEHLN
BRI, ¥TEETHNFEXRFNTLE, BNERERA,
RERAEFHOA, BARFAELELEEGSLRR, IEERE—
THHERREN, KNFHEAEFRXASWNE—REEFRET0H#
ErkS,

® HMNAKRFLH B HRELEH— T EAVESF At R GERER,
B g4t X 6 ak A A — Ak, - FARNE S MG FHRAL
FERHEMLFAE, R TANE, ATZEHHE, &ANExH—
A FIE R R 2,

@ LM BNIEXEREVTRTRAINRE, FARLAAE
ZHRE R LR E,



RIEN: RFASNZPIBLE D)
PERFECT PHRASES FOR MEETINGS

PRI

HRELG—MSSAREEBAMERE BB BESWEMH AR
EESWEHT 4, ROTHERBHXLRAZTE. EUTEHS, &
ERUEKR, X, RRTULRBSEARNXE, REXECREY
BIRAER hO UL,

® wREFARN, RMBET (F5 2] 10 H4 B BHORR ),

® WRAMNBLEBERINRH#AT, HEXERAZTRRBYHNE,
REREMBBEI RN B REV, AALBELZTD?

ERFESI

BE, EEEAESWE, RASKFELAAEHE, Rk, RE
BHIARF B AR OMF A IREENES,

O INMHERRIREHTAHELRNARGE TATH, X
AR ZREAIA B TR KGR0k —F 6450,

® HAHHREABBEIAMNEERRAK A TR, RAEA
BAM, HHhRETHBGRARLREL D EERAE— e TIRg,

A Eig S

ERHRBREDD, RRINAEZEAEARENSESAR. REA
ESRARRITETEESNANRER, BRRELLMMNAG, Ml
AR B CHARXTREROE,

® Hmil, EAMAL2N L, HNE—MABBRT A THTHE
Ko ZFZAFRERENE, LLEBIREHHI/LSRTH,

® THREAANAE, ERAREEMEARFR, RRIMEER
BEF “R&RF", FFEARARGEILITIAAZRT Ro



BB FEHEREXRERSW
Part One Managing Meetings as a Supervisor

fRREELW

FREFPERS. —, REEEREAXN—BELEREAERRAS
CHEE; =, RBLUSSARESWEEAH,

@ EHEZEMERBN K7 ZW, KRBRE-ERLRELE,
IERFARBAL T, WBRNEAIHETEE, FRERBANALEY
REGFEBERFT R, RE, ENFALS, AR LR TR R
RAE,

@ AFPLVUHERARI -~ AMRERIBOIMEFT R, 21, &
HEERSBEBREZIN, EXBEpLETLER, LA MNARARE 455
4, RELE =B X FAGRA TAMR B F £

ERITHEW

REFHEPRNZEBRAOFERGSSARIEES, MEM
MNBRER. B2, REEFEH—TEIMSTARTRIESH—LEHY,

® HZLRMNHR—BHARERHFHRENRE, S TAEK
BB B CHES, RALEEAEERACTHRAGH X 4K
girshmi, LB, AN rHAL, BHEEFEES AN
=S E:d; N

O ERFLNEZH, ABLALHTELERT ATHES, R
s § LREEN TRES, KFLPURZAEHK, RNTALT R
R—TFTARAFNEE, TR, HFARLINRZT, HTHFPTHR,

FEEESW

&%, REEF—TES, BECNRSERTIEG, RAEER
ESSARMATNT R, BELEANNRARSETLITR bR
i AR, HEESEYAKIEBANATRES,

® LAKEFEET, ANEIFABY, ANMT R HEAF
B, A, RICEBEMESTHRE SRS ERA T M4
RISk AL SR EA, HERKE, DRAETRSRBAY,



